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How to Self-Register into the USAJOBS Recruitment System

STEP ACTION

1 | Bring up your browser and enter the following URL.:

http://www.usajobs.gov/

2 | You will see the following logon page.

USA OBS USAJOBS is the official job site of the United States Federal Government.
"WORKING P FOR AMERICA" It's your one-stop source for Federal jobs and employrent information.

3

Home | seancrjong (M usaioss )) Foms | Lt Tl
VETERANS X
=p into another arding Federal Career! - £

( SEARCH JOBS ) (_ CREATE A RESUME )
Explore the 22,009 Federal Create and store a
jobs in the USAJOBRS resume for applying to
database. Federal jobs.

Information Technology Exchange Program:
Private Industry and Federal agencies learning from each other!

PROTECT DEMOCRACY!

FEATURED JOB

Director, Washington we're seeking to hire civilians to | NEW TO USAJOBS? Click here
Services Branch GS-14 suppart key rebuilding and relief Your career in the .S, Government

starts hera!
iHabla Espafiol? Para zaber maéz dg
laz oportunidades de amplea,
iniciativas, y novedades,

OPM's WSB is seeking a efforts in Irag, Afghanistan, and

Manager ta lead the here at home.
delivery of innovative &

effactive HR Services ta TIPS AND TOOLS

Federal agencies H "
A B omeland Readiness
Fefemside JOBS IN DEMAND &Security

rou may be the person we are e g— "
looking for. Find the |atest here! —totect and serss to preserve our
Mation's zecurity,

FEATURED EMPLOYER
Defense Intelligence CAREER INTERESTS CENTER :'usacnr:::agf educational spportunitie
} -
Agency Assess your skills and interests to  offered by Federal Government
Put your Intelligence to use rnatch potential career agencies.
in Defense of aur opportunities.
Mation..join the DIA Team NEW
"Where the Jobs Are:
Learn rore about... The Continuing Growth of
Working for Arnerica Federal Job Opportunities”
Federal Employrment Benefits g Download a copy of

the new study here!

GOVERMNMENT LINKS

STUDENTJOBS.gov
"BUILDING ®AMERICA'SSFUTURE"

From this screen you have the ability to browse jobs, create a resume, access
information on employers, and much more.

Click on the link “MYUSAJOBS” to create your account in the system.



http://www.usajobs.gov/

STEP 1 OF 2: You will be taken to the Become a My USAJOBS member
screen illustrated below.

.
Us A OBS USAJOBS is the official job site of the United States Federal Government. R ST,
It's your ane-stop source for Federal jobs and employrment information, < 5

"WORKINGW FOR AMERICA”

HOME | SEARCH‘{bBS | MYUSAJOBS | FORMS |

Become a My USAJOBS member

Take control of your job search and career today!

_ﬁ | Create your account now! |

With your USAJOBS membership, you can:

#* Post your resume online
Let recruiters contact you or keep yvour resume private,

* Apply to Federal government jobs
Find jobs you want and get your resume in the right
hands.

* Receive automated job alerts
Create Job Agents for updates on the latest listings.

* This is a United 5tates Office of Personnel Management website. USAJOBS
E GOV is the Federal Government's official one-stop source for Federal jobs and
" employment information.

Home | Search Jobs | My USAJOES | Forms

FAQS | Privacy Paolicy | Help | Site Map
Ernployer Services | Contack Us | Privacy Act and Public Burden Informnation

a. To register with USAJOBS click the “create your account now” link
illustrated in Step Action 5b.

b. If you have already registered with USAJOBS you will be able to access
your account directly by entering your username and password in the
black and red box to the right of this screen.

c. If you forgot your username and password click the “Did you forget your
Username and Password” link for assistance. You will be taken to the
next screen which will prompt you to enter in additional searchable
information as illustrated in Step Action 5a below.




5a

STEP 2 OF 2: Enter your e-mail address to access your account.
. A oBsh USAJOBS is the official job site of the United States Federal Government. \.‘gn ";nij»
Wi AKING DFOR AMERICA" It's your one-stop source for Federal jobs and employrment information, S S5

PGS T PRIVACY POLICY T HELP | STEMAP

HOME | SEARCHJOBS | MYUSAJOBS | FORMS | :R SERVICES

Step 1. To access your account, please enter your email
address so that we may locate your account infarmation.

Learn Maore

——ﬁ Email Address: ||

* This is a United States Office of Personnel Management website. USAJOBS
E GOV is the Federal Gowernment's official one-stop source for Federal jobs and
- employment information.

Home | Search Jobs | My USAJOBS | Forms
FAGQS | Privacy Policy | Help | Site Map
Emmplover Services | Contact Us | Privacy Act and Public Burden Information

a. If you have an active account with USAJOBS the system will search for
your account by e-mail address. If the system successfully identifies your
account based on the e-mail you entered on the previous screen a
message will appear prompting you to enter additional information as
illustrated below.

b. If the system does not successfully identify your account an error message
will appear in red prompting you to enter in additional searchable
information to continue.

—UCGAJOBS oo tmcrsinsteat e et s i o 28

“WORKING

HOME | SEARCHJOBS | MYUSAJOBS | FORMS | =R SERVICES N

Step 2. Great news! We have located your account. Please enter the
response to your secret guestion below and you'll be able to update your
account password,

What is the name of your favarite pet?

Your Answer ||

* This is a United States Office of Personnel Management website. USAJDBS
E G OV is the Federal Government's official one-stop source for Fedaral jobs and
- employmentinformation.

Home | Search Jobs | My USAIOBS | Forms

FAGS | Privacy Policy | Help | Site Map
Employer Services | Contact Us | Privacy Act and Public Burden Information




5b

STEP 2 OF 2: You will be taken to the Create New Career Center
Account screen illustrated below.

USAJOBSS USAJOBS is the official job site of the United States Federal Government.

"WORKING W FOR AMERICA” It's your one-stop source for Federal jobs and employment information,

HOME | SEARCHJOBS | MYUSAJOBS | FORMS |

<—Create New Career Center AccnunD ‘
———

* Required Information

*First Mame | |
Middle Mame | |
*Last Mame | |

*Home Address | |
Home address 2 | |

*City/Town |

*State/Province --- Select --- v

*Postal/ZIP Code

*Country s v|

*Email

What is your email
format preference? ®HTML O Texrt

*Username | | Use between 4 and 20 characters

*Password | | Use between 4 and 20 characters
*Re-enter Password | |

*Password Question --- Select --- v

*your Answer |

To help rermember and protect your password, supply a persenal ""hint"" by selecting & Password
Question and answering it below,

*Are you a U5, O ves
Citizen? O Mo
If you are not a WS, citizen, please provide country of citizenship:
Country of citizenship:|

Do you claim veterans' preference?
*Weterans' Preference  (Mina

a. Enter your account information.
b. The red asterisk identifies the required fields.




Your password length must between 4 and 20 characters.

Select a password that will be easy for you to remember.

In the Veteran’s Preference field, indicate if you claim veteran’s preference.
Click the “submit” link when finshed to proceed with registration.

~® Qo0

Congratulations you have successfully registered for USAJOBS —
Recruitment One-Stop!

*Are you a U5, Oves
Citizen? OmNo
If you are not a U5, citizen, please provide country of citizenship:
Country of u:itizenship:|
Do you claim veterans' preference? ‘
*Yeterans' Preference (Mo
() 5-point preference based on active duty in the U.S. Armed Forces

(O 10-paoint preference far nan-compensahble disahility or a purple heart
O 10-point preference based on a compensable service-connected disahility of ]

percent but less than 30 percent
(O 10-point preference based on spouse, widow, widower, or mother preference

() 10-paint preference based on a compensable service-cannected disability of 3
percent or more

* This is a United States Office of Personnel Management website. USAJOBS
is the Federal Government's official one-stop source for Federal jobs and

E' GOV employment information.

Home | Search Jobs | My USAJOBS | Forms




How to Create a Resume

STEP ACTION

After you have successfully registered into the system, you can begin creating a
resume and searching jobs.

As illustrated in the screen shot below, click on the Create a New Resume link
below to create are resume. My Resumes link will take you to resumes you have on

file.
joBS USAIJOEBES is the official job site of the United States Federal Government. BN

. UW(§<ING FOR AMERIC It's waur one-stoap source for Federal jobs and employment informiation.

Your name should appear here. L

Welcome to Your Personal MEW USAJOBS Alerts
Career Center Home Page Confused about Civil
Find everything you need to manage your career development. Service exams? Well,
E]mzzﬁfmzb—— there is no single “civil

After craating a "User Account’, applicants service” exam. To

Create a New Resume hust build a resume onling using -
=leda B d NeW hes s - pply for most Federal
USAJOBs Resume Builder g SR T TR0 e
Get your job search agent results here. to take any kind of test
Click here ta at all. Go ahead and

Create Mew Agent :

create joh search the USAJOBS

search database for

agents.

opportunities that
rmatch the type of job
you are interested in.
Then, follow the “How
ta Apply” instructions
within each vacancy
announcement. If you
have questions about
individual application
procedures, contact
the agency directly.

Current Profile Info

Paul Smith

Email:
psmith@yahoo. com

If wou're not
Paul Smith,
click here

Has your email address
changed? Have you
moved?Click here to
update your account

e filn




You can begin building your resume as illustrated in the screen shot below under
STEP 1. Getting Started in the Resume Builder.

apow

Resume Builder

I. Getting Started
2 Experienca

3. Related Information
4. Finizshing Up

Preview
your Resume
as you build it!

Read the complete section.

Complete all required fields.

Your personal information (e.g. name, address) will be pre-populated.

Be sure to mark resume Non-Confidential so that perspective employers can
view your employment information.

= Getting Started ") ~Experience ‘ Related Information ] Finishing Up ]—=

PLEASE NOTE: Fields with an asterisk { ) are required fields Click on the@ after each title for|

USAIORS' Resume Builder allows yvou to create a uniform resume that provideg
information required by government agencies. Instead of creating multiple res
different formats, you can build your resume once and be ready for all job opp

PLEASE NOTE:
Fields with an asterisk
(# ) are required fields.

For Help and more
information in each
section, click the &

found after each title.

Confidentiality (&)

Select confidential to hide your contact information, current employer 1

references from recruiters performing resume searches, Learn more.

- - = : . Ityaur resume IS canfidential, the narm
) Confidential Mon-Confidential 5 P i ;
ermployer will not be visible to recruits

rRSIIMR SRArhes

TIP: Creating a new
resume! Wondering what
Federal recruiters will see!
Wiew a sample resume
before creating your own.
Take a look!

& Click to sea a
Sample Resume

Candidate Information (&)

Note: If your resurne is confidential, thiz information will not be visible ta recruiters pe
resurme searches, Learn more.

* Name Your Resume |DOC Resurme What
* First Name |pau| |
Middle Name |TayIDr |
* Last Mame |Smith |
= - -
Social Security wEE _KH 5555 Edit Social Security Mumber

Number
* Home Address |5555 Constitution Avenue |
Home Address 2 | |

* City/Town

|Washingt0n
| District of Columbia

20230

* Country |US vl

* State/Province
* PostalfZIP Code

* Email [psmith@yahoo.com |

|202-452-0000 |
|202-555-5555 |
| - Select — v| | |

* | Day Phane V|

|E\rening Phone V|

* Are you a U.S. Citizen? @ves O Mo
* Do you claim veterans® preference? O yes (® Mo Does this apply to me?

Selective Service




a. Complete all required fields.
b. Click nextto go to STEP 2: Experience.

* Are you a U.S. Citizen? ®ves OMNo
* Do you claim veterans® preference? (ves (8)MNo  Does this apply to me?

Selective Service

[l Check this box if you are an adult male barn on or after January 1st 1960, and

registered for Selective Service between the ages of 18 through 25,

Federal Employee Information @

* Are you or were you ever a permanent Federal civilian employee? O ves

SAVE FOR LATER W@

10



STEP 2: Experience: illustrated in the screen shot below.
a. Your current employer information and duties can be added in this section.
If you do not click the add work experience button your information will be delete.

b.

Getting Started

PLEASE NOTE: Fields with an =

Related Information ] Finishing Up }—:

Work Experience @ Help popup.

Note: If your resurme is confidental, the name of your current emplover (indicated by an and
date of "present") will nat be vizible to recruiters perfarming resurme zearches. Learn more.

*

*

*

Employer Name Department of Commerce |

Employer City/Tovn |Waghingtun |

Employer State/Province |DC |

Employer Country |LJ5 v|

Formal Title ‘Human Resources Specialist |

Start Date il || 2006 v

End Date Present v || v |

Salary $50,000 || USD v| Peryear v

Average Hours per week |4D | If_ﬁ,n:uu click "wes", a dr_u:up doivn

SUpBrSOFT ©ves Ono igmmme SEWIENE i sl ie
Supervisor's name:; |_‘||:|hr-| Srmith |

Supervisor's phone number (including area code): |2E|2-482-DDI31 |

) . [tyou clikck "yes”, & drofp
Is this a Federal Position? ®ves ONo ‘—— down will appear foryou to
= inputyaur series and grade
Series: |2Ell | infnrrnatinn

Pay Plan and Grade: |Z'.-3,'_3 |

Duties, Accomplishments and Related Skills

p
p

roject Management You catr: ?pe _nrtt;]l__lt andtpaste
erformance Management| Your Oules TnElie.SELR0:

[vou have 2958 characters rermaining for your description...)

o ADD WORK EKPE!IEHCE) W

11

£ ) 2re required fields Click on the @ aftar each title for more information.




vou have Z958 characters remaining for your description...]

3

o ADD WORK EXPE!IENCE)

‘mployer Mame City, State
lepartment of Washingtan,
ammerce ]

Joh Title

Human Resources
Specailist

Start End
Mo, Mo,
442006 Present «

Once your Experience has heen added,
yout information appears here.

ducation @ Education Help popup.

¢ School or Program Name
c CityfTown
¢ State

¢ Country

¢ DegreefLevel Attained
Completion Date
Major
Minor
GPA
Total Credits Earned
System for Awarded Credits

Honors

|Gen:urge W ashington |

|Washingtn:|n
\od] |

Complete all reguired fields.

US

v]

Degree/flLevel Clarifications

|Master'5 Degree

v]

| May v || 2003 |
|Human Resources |

i |

35 | of| | GPA Max.
59 |

&) Semester Hours
() Quarter Haurs

O Other|

| magna cum laude |+

Relevant Coursework, Licensures and Certifications

iR Certification

vou have 1924 characters rermaining for your description...]

‘_t'-.':' ADD EWCA“OH.)

\f

Click the Add Education
hutton here when finizhed.

12




—DRl _

El I have no relevant education.

Job Related Training (£

List the titles and completion date of training courses that are relevant to the
position you are seeking.

HR Certification
Project Management Certification

("ou have 1950 characters remaining for your description... ]

Zlick next when
[rax, 2,000 charackers)

finished.

| 43 PREVIOUS ) ( SAVE FOR LATERC)

13




STEP 3: Related Information: illustrated in the screen shot below.
a. In this section you will be able to add other relevant skills.
b. Complete all required fields.

_; Getting Started 1 Experienc ‘\l‘nalated lnfurmal:iun\ nishing Up e

= The sections below are optional. Howe if wou choose to complete a ion you must enter all required { 46 ) fizlds

References ([

Mote: If your rezume iz confidential, thiz information will not be visible to recruiters performing
resurne searches, Learn more.

= * MName |Magic]nhnsun |
Employer INBA |
Title |Owner |
* Phone |555-5555 |
Email ‘magici.aol.com |
* Reference type O Professional & Persanal

Z\;!E'D ADD HEFEREH':EJ v

¢ Additional Language Skills ? ]

Languages Spoken | gpanish b

Spoken: O None @ Movice OlIntermediate O Advanced

Written: CiNone @ Movice O Intermediate O Advanced

Read: O MNone @ Movice OlIntermediate O aAdvanced
:\'123 ADD LANGUAEEJ

\f

14




Availability ()

Mote: Including this inforrnation will provide recruiters with additional detail on the type of position
vou are seeking, It will not exclude vour resume from conzideration,

What type of work will you be willing to accept?

Permanent [ITempaorary CITerm [l Intermittent
[ Detail CITemporary Promotion [ Summer [Jseasonal
[IFederal Career Intern []student Career Experience

what type of work schedule will you be willing to accept?

Full Time [1Part Time [ shift Work
[intermittent  [1Job Share

Desired Locations @

Mote: Including this inforrnation will provide recruiters with additional detail on the type of position
vou are seeking, It will not exclude vour resume from conzideration,

Add or delete locations as needed.

Please select the Desired Location{s) you are willing to work in.
[For multiple locations, hold down the <Ctrlx key (P2 or <Comrmand> key (Mac) az vou zelect)

Chonse State then Localels) Click arrow to add ('%' to delete)

[ kansas | a1l Maryland | o |[District of Columbia - All District)
|| Kentucky Ilanne Arundel County | | District of Columbia - Washingte|
||Louisiana ||Baltimore | ADD | Maryland - Baltimare

[[Maine | Columbia | |Maryland - Montgomery County

[ ||Frederick/Hagerstown | [Maryland - Prince Gearge's Caou
|Massachusetts 1

1l —
[Michigan |

—— DELETE"

Shaow lacations for this region:

United States | Africa | Asia | Europe | Morth Arnerica | South Arnerica | Australia
Caribbean and Central America | Middle East

(4 PREVIOUS ) | SAVEFORLATER)) | NEXT i) W

15



STEP 4: Finishing Up: illustrated in the screen shot below.
c. In this section you will be able to complete a spell check.
d. Remember to activate the resume if you want potential employers to begin
viewing your resume.
e. You can also save the resume for later.

Congratulations you have successfully completed a resume!

fpage=3&flag=

USAJOBS Resume Builder Wizard
WORKING

FOR AMERICA"

The sections below have spelling errors.This tool will guide you fficial job <ite of the United States Federal Covernment.

through the sections and highlight the spelling errors., top source for Federal jobs and ermployrnent information.

Section(s) with word(s) not found in dictionary:

d on - ton

MY USAJOBS | FORMS

cations | Log Out

Section being revised: Education - George

Wa<hinntnn

HR Certification &l ] Experience ] Related Informatio Finishing |
Ids with an asterizk (¥ ) are required fields Click on the
@ Spell check all of your
infarrmation.
Change To G Y commend that you spell check your resume. & profi

Bttention to detail and can give you a competitive

i

|Hrs

Suggestions

rl_ . [ A9 SPELL CHECK )
‘ CHANGE ; ;
(?HANGE ALL |

Give us your ( L_ Y \ 7.
o Civeu unpo | ( pone | ( camceL | hable @

pur resume will allow recruiters to find your resume

£] Done 2 @ Internet :A.CTI\'ATE RESUME Lfi’j J v

— OR |

Save your resume. To make future changes to your resume, cli
Resumes on your My USAJOBS homepage.

SAVE FOR LATER %) )

= ..: PREVIOUS )

16



How to Create a Job Agent

STEP ACTION

1 | STEP 1 OF 4: You will be taken to the Create a Job Search Agent screen
illustrated below.

Us OBS USAJOBS is the official job site of the United States Federal Government. b Sy
— =
It's your ane-stop source for Federal jobs and ernployrnent infarmnation. ~ & QP

"WORKINGFOR AMERICA"

Log Qut
Profile | Resumk | Agent |Japplications | Log Out

Current Job Search Agents
You have created O of a possible 10 agents.

Job Search Agents do all the searching for vou! Just enter the type of job yvou're looking
for, and your agent will search around the clock, delivering results to your inbox.

Create Mew Agent ]

This tool allows you to program agencies and locations that you would like to receive
job information from.

a. You can select how often you would like to receive information.
b. You can add multiple search agents.

17



STEP 2 OF 4: Creating a Job Search Agent.

Create up to ten search agents to find jobs

d%&eate JOb Search Agents matching your specific criteria. They'll search

around the clock and email you the results.

CT-Wethersfield -
CT-Willimantic
CT-Windsaor
CT-wWindsor Locks
shingtaon

Job Categories
; i 2|tk hold down Ctd (Command for Macs) while clicking selections,

Engineering and Architecture -
Eguipment, Facilities, and Services

Human Fesources

Information, Arts and Public Affairs

Infarmation Technology bt

upational Series
For rmultipTle =electiens, hold down Cid (Command for Macs) while dicking selections,

1980 - Agricultural Commodity Grader ”
0406 - Agricultural Extension Specialist —
1147 - Agricultural Market Reporter
1146 - Agricultural Marketing Specialist
1145 - Agricultural Program Specialist

|

Formaitiale selections, hold down Ot [Command for Macs) while clicking selections.

Comm on Review of Owverseas Military Facility Structure of US
COMMERCE, DEPARTMENT OF

Bureau of Economic Anal 3 -

[

Bureau of Industry and Security
Bureau of the Census

| £

Salary Range R Pay Grade Range
from 60,000 | o |70,000 fram ta

Senior Executive
[0 restrict results to anly Senior Executive Service postings that match this search criteria

18




STEP 3 OF 4: A&plicant Eligibility.

Applicant Eligibility: are you a:

» Permanent Federal employee in a competitive position, excepted service position covered by an intet
agreement or eligible for reinstatermnent?

» “eteran eligible for veterans' preference or separated from the armed forces under honorable condit
after 3 years or more of continuous military service?

» Person with non-competitive appointment eligibility?

'@'Nn {:}'\'es

How Often Do You Want to Receive Email Notification?
lQ‘Daih,r @'Weekly OBi-WeekI}r 'O'Mu:unthl\,r i Mane

Position Type
Select the type of job you would like ta search for,

[ Part-Time Full-Time
Complete sections to help you identify which

. of jobs you want natice of.
Title Search

Usze keywords that are in the title of job of interest,

17|

Search Keywords
Use keywords to describe vour specific skills or areas of interest,

HE.

Agent title *

Use a narme to personalize your search agent.

DOC Jobs

Sawve agent Cancel Agent

19



STEP 4 OF 4: Congratulations you have created a job search agent!

®
USAJOBS USAJOBS is the official job site of the United States Federal Government. S;Eﬁi_l

"WORKING B EOR AMERICA” It's vour one-stop source for Federal jobs and employment information.

-_E
3 o

HOME | SEARCHJOBS | MYUSAJOBS | FORMS |

Profile | Resume | Agent | Applications | Log Out

Current Job Search Agents

u have created 1 of a possible 10 agents,

DOC Jobs Date Posted
Yiew | Edit | Delete 471072006

Create Mew Agent ] v

Agentl

Tips on Managing Your Agents

View: View runs the agent.
Edit: Make changes to your agent any time.

Delete: Permanently remowve your agent.

20



